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FROMOTION

1. GENERAL

This regulation states poliey and procedures appliesble to the

L

including grade It does not epply to the promotion of employees
conpenseted in accordance with Wege Board, or Regotlated Wage Schedules,

R}\\% promotion of employees (staff employees and staff agents) up to and

2. POLICY
2. The Agency Table of Organization will be steffed by the assigrment

i
e

?;§}~ Al pw_mm_ﬂ_’/OI qualified Agency employees to the positions in which

- they are most needed, with due consideration given to prefersnces of
employees, External recrultment will be undertaeken only to f£ill posi-
tions for which qualified employess or detailed personnsl are not
available. To malnteln authorized staffing levels for Agency positions,
quslified employees will be advenced on the basis of competitive svalua-
tlon of thelr performance, qualifications, attitude, length of service
and value to the Agency. FPromotlons and recrultment will be controlled
go that the composition of Agency personnel by cccupation and grade
level will not exceed authorized staffing requirements.

b. In general, sach Career Service will comprise the competitive ares

for promotion for members of that Servies. However, Heads of Caereer
Services may establlsh separate areas of competition witﬁin the Services
when necessaryy due to substantlal differences in occupational or functional

lines of work performed by the personnel of thes Service.
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f.

Competitive svaluetion of employees in grades GS=7 through G8-14 for
promotion will be accomplished thrﬁugh the establishment and use by
Heads of Career Services of Competitive Evaluation Penels in each
Career Service, Panel recommendations of promotions wiil-be advisory
to the Hesd of the Career Service. Pansl considerstion will not be
required in the edministration of promotiona of persomnel in grades
GS~6 and below, but the basie principle of competitive promotion will
be followad insofar as practicable,

Personnel in the zone of consideration will be considered for promotion
by the Head of their Career Service at least once sach year.

Pronotione will be of one gr#de increments except where double grade
stages have been eatablished for progression within the grﬁda range
GS-5 through GS-11.

Normally, promoticns will be to positions which correspond in grade to
the grade of the employee promoted. However, vhen the Heed of a Careor
Sarvica dotafminea it is necesssry in the best interests of the Agency
to rvetain sn employee in a position of lower grade until a tour of
aseignment 1s completed, the smployee may, i competitively selected,
be promoted and continue in the position of lower grade in a peraonal
rank assignment status for the necessary perled. Personsl rank assign-
ments will not be authorized if the action would result in the grade
structure of members of the Career Service e;caeding the grade structure

of positions which the Career Service staffs,
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RESPONSIBILITIES

SUPERVISORS

Supervisors at all levels are responsible for evaluating the meritd

for promotion of smployees under thelr jurisdiction end for meking

recommendstions to the Heads of appropriate Career Services, through

commend ¢hannsls, concerning the promotion of such employeses, according

to the provisions of this Regulstion.

HEADS OF CARFER SERVICES

{1} The Hesd of each Career Service is responsible for:

{1) Recormending promotions to the Director of Personnel based
upon competitive evaluation of employes's merit for promotion
in relation to the staffing requirsments for the Career Service,
after due consideration of recommendations from Competitive
Fvaluation Panels, Csreer Boards, and Operating Dificials.

{2) Determining Competitive Promotion Areas within the Career
Service,

(3) Appointment of Competitive Evaluation Panels for the Career

Service. e ‘

{4) Ensuring that the composition of the membership of hls Career
Service by cccupation and grade level does not exceed staffing
B EMIEIYS
requirenents of the Service,
o
DIRECTOR OF FPERGONNEL
The Director of Persennel is responsible for:

{1} Ensuring compliance with the Regulation by eontinucus evaluation

of the Agenoy's promotlon program.

i
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(2) 4esisting officials at all levels in carrying out thelr respon-

j;7£i‘-“‘ sibilities in sccordance with thls regulation.
l///’//QB) Reviewing all promotion raquests and finally approving those

promotion sotions which conform to the provisions of this Regulation.

\///////}(4) Regording and dissenminating the qualification requirements of all

Agenoy positions to be used as a basis for reviewing promotlon

requests.

L////! (5) FProviding pericdic listings to Heads of Career Ssrvices of

-

)
!
|

4

personnel in the sone of oonmideration for promotlon.
Froyiding perlodic reports of the staffing status of each Caresr

Service to coneist of a comparison of the mumber of personnel of

positions at eech grade level encumbered by the members of the

Caresr Service.

Agency Experience Requirenents
#n employee will enter the zone of aonsiderstion for promotion when he

has served in his current grade for the appropriate psriod as indicated

halow?

G8-1 through GS-6 6
GS-7 through 65-11 12
6S-12 and G5-13 18
GS-14 3L

Qualificstion Requirements
in employee must be qualified to perform the duties of s bigher graded
position to vhich his promotion is recomended. If an employee le being

promoted end retained for the time being, in the best interssis of the
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Agancy, in e lover graded position, be miat be qualified to perform ‘
work in the cccupational category and grade level o vhich he i3 pro-

motad. When an employes is being considered for promotion to a position

for which quslification requirements are preucribed in Hmﬁbaok_ 25X1A
these requirements will be used as the basis for evaluating his qualifi-

ostions.

5. PRCCEDURES

The Head of each Career fervice will appoint Competitive Evaluation
Penels consisting each of a minimum of three voting members of the
Career Servics of higher grade than employases to be evaluated as to
perit for promotion. Intermediate Panels will evaluate employees in
; grades GS-7 through 11, end sdvanced Panels will evaluate emplmyéea in
grades 08.12 through GS-14 each yesr. Panel members will serve for the
pericd of consideration of the grade groups assigned. Competitive
Evaluation Panels will function in aceordance with the provisions of
25X1A _ snd will provide the Head of the Career Service with a
usti:":g {in order of relstive merit for promotion) of the perwonnel in

[ the zone of consideration at each grade level vhom 1t recommends for

promotion.

o
*

(1) Upon request of the Heads of Caresr Services, Operating Officials
| i1l submit for each grade level, a list of their employees in the

! sone of consideration whom they recommend for promotion. Whenever
7 practical, _Wh:g:zﬁﬂ:nﬁ&a unw recormended employeas

e @i il ]
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(1}

in the order of merit for promotion. This listing will be pro-
vided to the appropriate Competitive Fvaluation Panel for its use.
Puring intervals between Panel Evaluation of & grade level of
personnel, an Operating Officisl may submit individuel promotion
recommenistions to the Fead of the appropriate Career Service when

immediate promotion astion recognize outstanding
ability and performance.

Operating Officiels will aubzit promotion recommendations for
personnél 1n grades GS.6 and below when their performance, quali~
f1oations, and length of service a2 compared with other personnal

in the sres concernsd merits their proftion.
<

Upon receipt of rank order 11sting Hemds of Career Services will
meke final deterninations as to employses to be recoumended for
promotion in the grade(s) goncernsd. They will insure that
employéea pecompended for promoticn ere o be utilised 1o 2
position of proper grade currently or wvill bs so utilizsd in the
foressoabls future, and that the steffing status of the Career
Service will not exceed position authorizations {para.3c(6) as &
result of promotion mctions recopmended, Additionally, they will
inform opsrating officlals of their employeer being recommended
for promotion end give due consideration to s request from an
operasting officlel as %o timing of the sction or thet & promoiion
be withheld,
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| (Ei ‘}kaéa of Career Servises wil init;gtg promotions for persennel
in grades Wt‘sﬂé 1n sonsideration of reguests from operabing
officinis and en the basis of performasnce snd qualifiocations of
the individusls in comperison to their contemporaries in the sone
of consideratlon. _

(3) Haeds of Career Services will eutmit promotion recommendations to
the Dirgetor of Personnel on SP-52, Request for Personnel Aotion,
in sccordance with instructioms of B Recommendations forosxqa
premotion requiring personal rank uiigmnta will include s
statement from the Feed of the Cereer Service, or his Aesignee,
olting the reason for the use of this iype of sssigrment and ihe
probeble duratlon.
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